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Record Search Options

1. Record Search Page

2. Global Search

3. Recent Records List



1. Launchpad (#1)  All Pages (#2)  Filter for 

Record (#3)  click Record hyperlink (#4)

Using Record Search Page
Option 1



Using Record Search Page

2. Record Search Page displays.



3. Option to use a filter to set parameters for searches (#1).

4. Click Search (#2).



5. Use drop-down 

arrows or date 

range to refine 

search (sample 

drop-down 

shown). 

6. Click Submit.



Refine Search Option

If the system does not find a match, a 0 record(s) found message 

displays. The menu bar then displays the Refine Search button.



7. BuildSA returns all matches for the Record Type and Contact name.

8. Click Record ID hyperlink to open Record.



Global Search Option 2

1. From the Home Page, click the Global Search icon.

2. Search by contact, address, email, record type, record ID, 

parcel, project name, etc.

3. Click the Search button. BuildSA returns all matches.



Recent Records List Option 3

The Recent Records List displays last pages accessed. Click on a listed 

page to open. As more pages are opened, the list updates.

1. Launchpad (#1)  Recent Records List (#2).



Record Search

Congratulations!

This concludes Module Five

It is time to test your recall……



TEST YOUR RECALL

1. The Home Page is an access point to search for records. ___True ___False

2. The Record Page is one option to search for records. ___True ___False

3. The Record Page is located on a task card. ___True ___False

4. Global Search searches for Addresses, Contacts, Owners, Parcels and 

Records. ___True ___False

5. If erroneously cleared, the Recent Records list is retrievable. ____True 

____False.

Answers on the next slide…



1. True

2. True

3. False

4. True

5. False

Time to begin 
the next 
module…
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